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GOVERNMENT OF THE PEQOPLE’S REPUBLIC OF
BANGLADESH

Standard Request for “Procurement of Gift Items for

AGM of BSCL”
[Request for Quotation Method]

(for value up to Taka 0.8 million/8 Lac)

Bangladesh Public Procurement Authority
Implementation Monitoring and Evaluation Division
Ministry of Planning

October 2025 | | PG1 (SRFQ)
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10.

11.
12.

13.

14,

15.
16.

Guidance Notes on the use of

The Request for Quotation Document

These guidance notes have been prepared by the BPPA to assist a Procuring Entity in the preparation of
Quotation document, using the Standard Request for Quotation, SRFQ, for the procurement of low value Goods.
All concerned are advised to refer to the Public Procurement Rules, 2025 issued to supplement the Public
Procurement Act, 2006; available on BPPA’s website: htip://wwwbppa.govbd/. Notes and guidance are
provided for both the Procuring Entity and the Quotationer.

The procurement under Request for Quotation Method (RFQM) shall follow the provisions pursuant to Rules
90 to 94 of the Public Procurement Rules, 2025 and in accordance with Section 32 of the Public Procurement
Act, 2006, SRFQ is based upon best national practices that have been adapted to suit the particular needs of

procurement.

The use of SRFQ (PG1) applies when a Procuring Entity intends to select a Quotationer {a Supplier) for the
Procurement of Goods under RFQ Method (RFQM) pursuant to Rule 90(3) of the Public Procurement Rules,
2025.

Pursuant to Rule 92(1) and Rule 92(2} of the Public Procurement Rules, 2025, RFQ shall be invited through
letter or e-mail. RFQ shall not be required to be advertised in the daily newspapers but for the minimum
circulation the Procuring Entity shall publish that advertisement in its website {if any), including posting in the
Notice Board and, shall send with request for publication to the administrative wing of some other Procuring

Entities nearby.
Pursuant to Rule 92(3) of the Public Procurement Rules, 2025, RFQ Document shall be issued or made
available to potential Quotationers ‘free-of-cost’.

The time-limit for Request for Quotation shall in no case exceed seven {7} days pursuant to Rule 92 {4} of the
Public Procurement Rules, 2025. The Procuring Entity must provide minimum three {3) days for submitting
Quotations.

No Securities such as Quotation Security (i.e. Tender Security) and Performance Security shall be required
pursuant to Rule 91(6) of the Public Procurement Rules, 2025.

Submission, Opening and Evaluation of the Quotations shall respectively be dealt with pursuant to Rule 93(1),
Rule 93(2) and Rule 94(1) of the Public Procurement Rules, 2025 as specified in the RFQ.

The criteria for evaluation, pursuant to Rule 91(4) of the Public Procurement Rules, 2025, shall be pre-
disclosed.

Pursuant to Rule 90(5) of the Public Procurement Rules, 2025 the Quotation for standard off-the-shelf low
value readily available Goods shall usually be on “‘Unit-Rate’ basis.

The specifications of Goods shall be framed pursuant to Rule 38 ofthe Public Precurement Rules, 2025,

Splitting the object of Procurement is not permissible pursuant to Rule 80{4)(ka) of the Public Procurement
Rules, 2025.

The Procuring Entity shall issue the Purchase Order, pursuant to Rude 94(5} of the Public Procurement Rules,
2025, to the successful Quotationer following recommendations of the Evaluation Committee and approval
thereupon of the Approving Authority.

Provision of Retention Money shall however be kept at the rate of five (5) percent of the contract price from
Supplier's payable amount against any claims during the Warranty Period.

The Warranty Period shall usually remain between 6 and 12 months.

The Procuring Entity shall further be required to maintain the record of procurement proceedings pursuant to
Rule 60 of the Public Procurement Rules, 2025.

Procurement of Gift Itemns for AGM of BSCL
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[enter here the name and address of the Procuring Entity]

for
Procurement of Gift Items for AGM of BSCL

RFQ No: 14.39.0000.000.012.07.0002.24.107(Q) Date: 09/12/2025

To

[insert name and address of the Quotationers]

10.
11.

12.

13.

...................................................

The Bangladesh Satellite Company Limited has been allocated public funds and intends to apply a
portion of the funds to eligible payments under the Contract for which this Quotation Document is
issued.

Detailed Specifications and, Design & Drawings for the intended Goods are available in the office of the
Procuring Entity for inspection by the potential Quotationers during office hours on all working days.

Quotation is being requested on Unit-Rate basis. '

Quotation shall be completed properly, duly signed-dated each page by the authorized signatory and
submitted by the date to the office as specified in Para 6 below.

No Securities such as Quotation Security and Performance Security shall be required for submission of
the Quotation and supply of the Goods (if awarded) respectively.

Quotation in sealed envelope or through electronic mail shall be submitted to the office of the
undersigned or through email on or before Date: 14/12/2025 and Time: 12:00 PM. The envelope
containing the Quotation must be clearly marked “Quotation for Procurement of Services for Venue
Management for BSCL’s 8th AGM and DO NOT OPEN before Date: 14/12 /2025 and Time: 12:20 PM. Quotations
received later than the time specified herein shall not be accepted.

Quotations received through electronic mail shall be sealed-enveloped by the Procuring Entity duly
marked as stated in Para 6 above and, ail Quotations thus received shaill be sent to the Evaluation
Committee for evaluation, without opening, by the same date of closing the Quotation.

The Procuring Entity may extend the deadline for submission of Quotations on justifiably acceptable
grounds duly recorded subject to threshold of seven (7) days pursuant to Rule 92 (4} of the Public
Procurement Rules, 2025.

All Quotations must be valid for a period of at least 15 (Fifteen) days from the closing date of the
Quotation.

No public opening of Quotations received by the closing date shall be held.

Quotationer’s rates or prices shall be inclusive of profit and overhead and, all kinds of taxes, duties, fees,
levies, and other charges to be paid under the Applicable Law, if the Contract is awarded.

Rates shall be quoted and, subsequent payments under this Contract shall be made in Taka currency.
The price offered by the Quotationer, if accepted shall remain fixed for the duration of the Contract.

Quotationer shall have legal capacity to enter into Contract. Quotationer, in support of its qualification
shall be required to submit certified photocopies of latest documents related to valid Trade License,
Tax Clearance Certificate {or Acknowledgement slip issued by the competent authority as a proof of
submission of income tax return for the Assessment Year {insert assessment year), VAT Registration

PGl (SRFQ) 3
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14.

15,

Number /Business Identification Number (BIN} and Financial Solvency Certificate showing liquid
asset of at least BDT (please mention an amount equalling seventy percent (70%) of the estimated cost)
from any scheduled Bank; without which the Guotation may be considered non-responsive.

Quotations shall be evaluated based on information and documents submitted with the Quotations, by
the Evaluation Committee and, at least three (3) responsive Quotations will be required to determine the
lowest evaluated responsive Quotations for award of the Contract.

In case of anomalies between unit rates or prices and the total amount guoted, in the quotation
submitted on unit rate basis, the unit rates or prices shall prevail. In case of discrepancy between words
and figures, the former will govern. Quotationer shall remain bound to accept the arithmetic corrections

- made by the Evaluation Committee,

16.

17.
18.

19.

The Quotationers prices, being responsive to the Procuring Entity’s requirements, shall be checked for
SLT (Significantly Low-priced Tender) in accordance with the Rules 25 and 26 of the Public Procurement

Rules, 2025.
The supply of Goods shall be completed within 03 {Three) days from the date of issuing Purchase Order.

The Purchase Order that constitutes the Contract binding upon the Supplier and the Procuring Entity
shall be issued within 03 (Three} days of receipt of approval from the Approving Authority.

The Procuring Entity reserves the right to reject all the Quotations or annul the procurement
proceedings.

Signature of the official requesting Quotation
Name: Md. Gelam Sarowar
Designation: General Manager (Admin & Procurement)

Date: 09/12/2025
Address: Bangladesh Satellite Company Limited, 116, Rose N Dale Kazi Nazrul Islam Avenue

Phone No: 0241030092-3
Fax: 0241030093

-mail: procurement@hscl.gov.bd

Distribution:

1.{Administrative wings of other Procuring Entities] for information and wide circulation.
2.JAny other concerned offices] for information and wide circolation.

3. [Authorized Officer] for posting in the website, if applicable.
4, Notice Board.
5. Office File.

file:///C:/Users/Lenovo/Downloads/Telegram Desktop/V3_AGM _Gift_& Crest Spec{1}].docx
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Quotation Submission Leiter
[Use Letter-head Pad]

RFQ No: 14.39.6000.000.012.07.0002.24.107(Q} Date:09/12/2025

To:

Managing Director

Bangladesh Satellite Company Limited

116 Kazi Nazrul Islam Avenue, Dhaka-1000

I/We, the undersigned, offer to supply in conformity with the Terms and Conditions for delivery of the
Goods named Procurement of Gift items for AGM of BSCL.

The total Price of our Quotation is [insert ameount both in figure and words)

My /Our Quotation shall remain valid for the period stated in the RFQ Document and it shall remain binding
upon us and, may be accepted at any time prior to the expiration of its validity period.

I/We declare that I/we have the legal capacity to enter into a contract with you, and have not been declared
ineligible by the Government of Bangladesh on charges of engaging in corrupt, fraudulent, collusive, coercive
or obstructive practices. Furthermore, I am/we are aware of Para 21{b} of the Terms and Conditions and
pledge not to indulge in such practices in competing for or in executing the works.

I am/We are not submitting more than one Quotation in this RFQ process in my/our own name or other
name or in different names. I/We understand that the Purchase Order issued by you shall constitute the
Contract and will be binding upon me /us.

I/We have examined and have no reservations to the RFQ Document issued by you on finsert date]

I/We understand that you reserve the right to reject all the Quotations or annul the procurement
proceedings without incurring any liability to me/us.

Signature of Quotationer with Seal
Date:

PGl (SRFQ) 5
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Price Schedule for Gooeds {(and Related Services)

R ): RFQ No: 14.39.0000.000.012.07.0002.24.107(Q) Date:09/12/2025

1 1 Gift Pack Box 19¢

Leather Pouch

= Size: 65" % 8.75"

= 0f Finished

Genuine Brown
Leather

= Thickness: 13-
14mm

» Debossed Logo

= Mobile & Pen

Pocket
Notehook

= Size: 84"x5.5"

Cover

= H00gsm Art
Card

= Spot Color
Prints

» Foil Stamped
Loge

Inner

= 80 Sheets/160
Pages

= 100gsm Offset
Paper

= 1 Spot Color
Print

Binding

*  Paperback
Binding

U
]
]

=  Metal Body Ball-
Point Pen

= Laser Engraved
Logo
Sand-Timer/Hourglass
(10min)

=  Borosilicate

PGI (SRFQ) §
Procurement of Gift Items for AGM of BSCL




Glass + ABS
Cover
= Non-Toxic
Colorful Sands
»  UVPrinted Logo
Gift Box
»  Size: 11.5" x 11”
x 2"
=  350gsm
Swedish Boards
»  Spot Color
Prints
= Matte
Lamination
& Spot Laminaton
®  Die Cut Making
» 28 Satin Ribbon
Handle
Total Amount fer Supply of Goods In figure
(inclusive of VAT and all applicable taxes; see Note 2 below)
Inwords
Goaods to be supplied to : finsert destination of Geods]
Total Amountin [enter the Total Amount as in Col.8 above for the delivery of Goods and related services].
Taka {in words)
Delive ry Offered {insert weeks/days] from date of isszing the Parchase Grder]
Warranty Provided {insert weeks/meonths from date of campletion of the delivery; sfate none if net appEcable]

[insert number] number corrections made by me/us have been duly initialed in this Price Schedule. My/Our Gffer is valid wmtil dd /mm/yy

[insert Quotation Validity date}].

Signature of Quotationer with Seal

Name of Quotationer

Date: dd/mm /vy

Note:

1. Col 1,2, 3,4, 5and 9 to be filled in by the Pracuring Entity and Cel. 6, 7 & 8 by the Quotationer.

2. Rates or Prices shall include profit and overhead ang, ali kinds of taxes, duties, fees, levies, and osther charges eariier paid or Io bhe
paid under the Applicable Law, if the Contract is awarded; including transportation, insurance eix. whatsoever up to the point of

delivery of Goods in all respects to the satisfacton of the Procuring Entity.

Procurement of Gift Hems for AGM of BSCL
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Technical Specification of the Goods Required

1 z 3

1 Gift Pack Leather Pouch
= Size: 65" x 875"
«  0il Finished
Genuine Brown
Leather
= Thickness: 13-
14mm

» Debossed Logo

= Mobile & Pen Pocket
Notebook

»  Size:84"x5.5"

Cover

= 600gsm Art Card

= Spot Color Prints

=  Foil Stamped Logo

Inner
= 80 Sheets/160
Pages
s 100gsm Offset,
Paper
= 1 SpotColor Print
Binding
= Paperback Binding
Pen
s Metal Body Ball-
Point Pen
a2 laser Engraved
Logo
Sand-Timer/Hourglass
{10min}
= Borosilicate Glass +
ABS Cover
= Non-Toxic Colorful
Sands
v UV Printed Logo
Gift Box

" Size:11.5"x11"x 2"
w  350gsm  Swedish

Boards
s Spot Color Prints
»  Maite Lamination
= Spot Lamination
*»  Die Cut Making
25 Satin Ribbon Handle

I/We declare to supply Goods offered by me/us fully in compliance with the Technical Specifications and
Standards mentioned hereinabove

PGI (SRFQ) &
Procurement of Gift Ftemms for AGM of BSCL
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Signature of Quotationer with Seal

Date: dd/mm/yy

Name of Quotationer

Note:
1. Col1,2&3tobefilledin By the Procuring Entity and Col. 4, 5 & 6 by the Quotationer.

2. Specifications are to be filied in by the Procuring Entity. A set of precise and clear specifications is a pre-requisite for Quotations
to respond realistically and competitively to the requirements of the Procuring Entiiy. In the contest of competitive Quotations,
the specifications shall be prepared to permit the widest possible competilion and, af the same time, present a clear statement of
the required standards of workmanship, materials, and performange of the Goods to he precured. The specifications should
require that all items, materials and accesseries to be included or incorperated in the Goods be new, unused and of most recent

: or current models, and that they inclnde or incorporate all recent improvements in design and materials.

3. Technical Specifications of the Geods shall be in compliance with the reguirements of the Precuring Estity specified in this
document. Quolationer is reguired to mention make / model (as applicable} ef the Goods offered and must attach the
appropriate original printed (if not available copied) literature / brochures for the listed items.

PGI(SRFQy ¢
Procurement of Gift Items for AGM of BSCL CQQQ"*




[enter here the name and address of the Procuring Entity]

PURCHASE ORDER FOR THE SUPPLY OF GOODS
[insert name of the supplies in brief]

Purchase Order No. Date: dd/mm/yy

RFQ No:14.39.0000.000.012.07.0002.24.107(Q) Date: 09/12/2025

To:

[name and address of the Supplier]

Delivery Date; [insert completion date] Order Value:TK. [insert Contract Price]

Delivery: As per Terms and Conditions

The Procuring Entity has accepted your Quotation dated {insert date] for the supply of Goods as listed below
and requests that you supply the Goods within the delivery date stated above, in the quantities and units in
conformity with the Technical Specifications under the Terms and Conditions as anmexed.

ORDER ITEMS

Attached Certified photocopy of approved Priced Schedule for Goods :
Attached Certified photocopy of approved Technical Specification of the Goods Required
Attached Certified photocopy of Terms and {onditions 5

For the Procuring Entity:

Name: Md. Golam Sarowar

Designation; General Manager (Admin & Procurement)
Address: Bangladesh Satellite Company Limited

Date

Attachments: As stated above

PGI (SRFQ) 10 !
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10,

11

iz,

13.

Procurement of Gift Items for AGM of BSCL

Terms and Conditions
for

Supply of Goods and Payment

Terms and Conditions contained herein shall be binding upon both the Procuring Entity and the
Supplier for the purpose of administration and management of this Contract.

Implementation and interpretation of these Terms and Conditions shall, in general, be under the
purview of the Public Procurement Act, 2006 and the Public Procurement Rules, 2025.

The Supplier shall have to complete the delivery in all respects within 03{Three] days of issuing the
Purchase Order in conformity with the Terms and Conditions.

The Supplier shall be entitled to an extension of the Delivery Schedule if the Procuring Entity delays
in receiving the Goods or if Force Majeure situation occurs or for any other reasons accepiable to the
Procuring Entity on justifiable grounds duly recorded,

All delivery under the Contract shall at all times be open o examination, inspection, measurements,
testing, commissioning, and supervision of the Procuring Entity or the Technical Examination and
Acceptance Committee (TEAC) formed by the PE.

The Procuring Entity shall check and verify the delivery made by the Supplier in conform;ty with the
Technical Specifications and notify the Supplier of any Defects found.

If the Goods are found to be defective or otherwise not in accordance with the specifications, the
Procuring Entity may reject the supplies by giving due notice to the Supplier, with reasons.

The Supplier shall be entirely responsible for payment of all taxes, duties, fees, and such other levies
under the Applicable Law.

Notwithstanding any other practice, the payment shall be based on the actual delivery of goods on
the basis of the quantity of each item of Goods in accordance with the Priced Schedule and
Specifications. 100% of the Contract price of the Goods shall be paid after submission and
acceptance of the Delivery Chalan.

The Supplier’s rates or prices shall be inclusive of profit and overhead and, all kinds of taxes, duties,
fees, levies, and other charges to be paid under the Applicable Law.

The total Contract Price is BDT [insert figure] [in words).

The minimum Warranty Period of the Supplies shall be [insert months; state none if not
applicable] starting from the date of completion of delivery in the form of submission by the
Supplier and acceptance by the Procuring Entity, of goods and related services.

The Procuring Entity shall retain or in other words deduct from the final payment due to the

Supplier at the rate of five {5) percent of the invoice amount as Retention Money under the Contract.
This Retention Money shall be kept in PE’s end for meeting any claims during the Warranty Period.

PGL (SRFQ) 11
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14.

15.

16.

17.

i8.

19.

20,

21

22,

The Supplier shall remain liable to fulfil the obligations regarding Warranty, after-sales services and
any other issues pursuant to Rule 55 (8) of the Public Procurement Rules, 2025.

The Supplier shall keep the Procurement Entity harmiess and indemnify from any claim, loss of
property or life to himself/herself, his/her workmen or staff, any staff of the Procurement Eniity or

any third party while delivering the Goods.
Any claim arising out of delivery of Goods shall be settled by the Supplier at his/her own cost and

responsibility. .
Damage to the Goods during the Warranty Period shall be remedied by the Supplier at the Supplier's
own cost, if the damage arises from the supply and installation by the Supplier.

No modification to Scope of Supply and no Variations to the quantities ordered shall be permissible
under any circumstances.

The Procuring Entity shall amend the Contract incorporating required approved changes
subsequently introduced to the original Terms and Conditions in line with Rules, where necessary.
The Procuring Entity may, by written Notice sent to the Supplier, terminate the Contract in whole or
in partat any time, if the Supplier:

a. fails to deliver Goods as per Delivery Schedule and Specifications.

b. in the judgement of the Procuring Entity, has engaged in any corrupt, fraudulent, collusive or
coercive or obstructive practices in competing for or in delivery of Goods.

c. fails to perform any other obligation(s) under the Contract.

The Procuring Entity and the Supplier shall use their best efforts to settle amicably all possible
disputes arising out of or in connection with this Contract or its interpretation.

The Supplier shall be subject to, and aware of provision on corruption, fraudulence, collusion,
coercion and obstruction in Section 64 of the Public Procurement Act, 2006 and Rule 149 of the
Public Procurement Rules, 2025.

For the Procuring Entity: For the Supplier:

Name: Md. Golam Sarowar : Signature of the Supplier with name
Designation: General Manager {Admin & Procurement) Designation
Address: Bangladesh Satellite Company Limited

Date

Date

Procurement of Gift ftems for AGM of BSCL&
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